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JOB TITLE:   Special Event Coordinator Intern     SSTATUS: Intern, Part-Time, Unpaid 
RE POR TS TO:           Community Relations Manager   15 to 20 hours per week 
 
 
 
POSITION SUMMARY:  This internship will assist the Marketing and Communications team with all 
aspects of coordinating the Community Day of Caring.
  
SKILLS NEEDED: 

1. Excellent customer service skills. 
2. Solid organizational skills. 
3. Solid written and verbal communication skills. 
4. Strong follow-up skills. 
5. Strong analytical skills. 
6. Solid MS Word and Excel skills. 
7. Willingness and ability to contact and work with members of the media. 
8. Ability to work as a member of a team to achieve common goals. 
9. Ability to think creatively and to share ideas   
  

W HA T YOU WILL GAIN: 
1. Solid project management skills. 
2. Stronger Special Event Planning skills. 
3. Experience working with the media. 
4. Enhanced community network. 
5. Knowledge that you are making a difference in our community! 

 
GENERAL RES PONSIBILITIES:    
Assist with all aspects of coordinating the Community Day of Caring.  This will include: 
 

Pre -Event:   Entering volunteer information into spreadsheets and databases, tracking project 
submissions, assisting with the matching of volunteer needs to the available projects, calls to 
volunteers and project coordinators regarding status, assisting with any follow up mailings, 
emails or phone calls relating to the event. 
 
Day of  Event:   Assisting with any media related issues/needs, assisting the 

             Communications Team with any photography needs at work sites 
             and assisting with any last minute needs/issues that arise. 
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Post-Event:  Assisting with appropriate ‘thankyou’s’ to volunteers, project coordinators or other
stakeholders, assisting with any media followup that needs to happen, and tracking/reporting
results of post-project surveys.
  

 
 

HOW TO AP PLY:   Please complete the Internship Application located on the United Way website 
(www.unitedwayqc.org) under ‘Career Opportunities’. 
 
 
 
 
 
 

United Way is proud to be an Equal Opportunity Employer 
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